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Performance Review Template
How to use this template: Complete Sections 1–4 during the review period, then use it as the basis for a two-way conversation with the employee. Adjust the categories in Section 2 to fit the specific role.
	EMPLOYEE INFORMATION

	Employee Name
	
	Employee ID
	

	Job Title
	
	Department / Location
	

	Reviewing Manager
	
	Review Period
	


1. Performance Review Categories
Rate the employee in each category and add supporting comments. Adjust categories to reflect the specific role.
	Category
	Needs Improvement
	Meets Expectations
	Exceeds Expectations
	Comments

	Quality of Work
	☐
	☐
	☐
	

	Productivity
	☐
	☐
	☐
	

	Collaboration
	☐
	☐
	☐
	

	Customer Service
	☐
	☐
	☐
	

	Accountability
	☐
	☐
	☐
	

	Goal Achievement
	☐
	☐
	☐
	

	[Enter category]
	☐
	☐
	☐
	


2. Goal Progress
Review goals set during the previous period and record the outcome.
	Goal (Previous Period)
	Achieved
	Comments

	
	
	

	
	
	



	Goal for Next Review Period
	Target Date

	
	

	
	


3. Strengths, Development & Employee Input
Write in specific behaviors and outcomes, not general traits. Leave space for the employee to add their own perspective.
	Strengths & Key Accomplishments (Manager)

	





	Areas for Development (Manager)

	





	Employee Comments

	





4. Overall Performance & Sign-Off
	Overall Performance
	Needs Improvement
	Meets Expectations
	Exceeds Expectations

	Overall Rating
	☐
	☐
	☐



	Employee Signature
	Date

	
	

	Reviewer Signature
	Date
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